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Vendor Portal Introduction

When contracting with vendorg/IC uses a secure wddased applicationalledVendor Portal.

The application providegendors witha way to apply for WIC authorization, update information
about their stores, register for training, and more.

Thevendorportalcan only be accessed wheBecureAccess Washington (SAW@Hcount is
setup SAW accountdelpusverifya p e ridemnity &dswill keep youinformationprotected
(SAW) allows internet access to several online government services through one Wébsite.
mention this as you may already have a saw accaintpwith another state agency.
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New Vendor Portal User Setup- Existing Vendor

Before starting, please keep théllowing in mind:

T

These steps are feendorstaff who are new to the vendor portal and sttaéf, or a
local vendor staff membgadded you on to an existing vendor portal account

We recommend completirall steps unirdgrrupted That way yotareless likely to run

into issus setting up your account

Asanewusey ou s houl d have r €asocadey\entor®ortale ma i

Registrationdo. Thi s emai |l wil | i nclude:
a. Alink to create a Secure Access Washington (SAW) account.
b. A service coddo set up the account.

c. Yourfirst name, last name, and usernamentered in by the primary contact user.

d. Click the URL link in the emall

Cascades Vendor Portal Registration

() We could nat verify the identity of the sender, Click here ta learn more,
The actual sender of this message is different than the normal sender, Click here to learn more,

< s
. AWS-CLOUDWA-DO-NOT-REPLY <cascadessystemadmin@dohwa.gov> (AWS-CLOUDWA-DO-NOT-REPLY via amaze 3 Reply | € Replyll | = Forvard | | i
To @ Weatherly, Shannon T(DOH) Wed 1/18/2023 10:16 AM

| External Email

Thank you for signing up to use the Cascades Vendor Portal. Please complete the following steps:

skip this step.)

2. Add the Cascades Vendor Portal service to your SAW account. Login to SAW and click on Add a New Service. Enter the service code WICVPSAT and press the Apply button.
3. When prompted enter the following information on the Cascades Vendor Portal Registration page and press the Submit button:

Username: o euiiansl

First name: g
Last name: sk

1. Create a Secure Access Washington (SAW) account. Go to https://test-secureaccess.wa.gov and follow the link to Create an Account. (If you already have a Secure Access Washington account you can

2. You will then be sent to thBecure Access Washington pdmgow.

a. SelectiiSign Up! o .

Welcome

to your login for Washington state.

Tweets from @SecureAccessWA
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3. Complete thé&ign Up For An Accountscreen.
a. Fill in your nameandemail.
b. Enter yourUser ID and create a password.

Sign Up For An Account .
1 The User ID and password are CaS€ | e o irmwess s o

sensitive. Personal Information
f Passwordsmust be a minimum of 10 | ™

characters long and contain at least 3 ( wsene

the following character types:

0 upper case letters o

o lower case letters

0 nhumbers Username and Password
0 special characters. Username

Examples of special characters:&e¢@ ! # * & %.

c. Check thlkebimomnofooa 1M ob( passwr
1 Pass the challenge.

1 Note the challenge pictures may come up
several times before you can pass.

Confirm Password

d. Sel €mdte My Accounto . ™

I'm not a robot

Privacy Policy MEEEICINVEREGITI

4. You will see a me sheckygoarempaibp (bemwt hat says,

CHECK YOUR EMAIL

An activation link has been sent to your email. You must click the link to activate your account before you can login.

5. Close completely out of your Internet browseibefore continuing. If not, you will get
an error message in a future step.

6. Check your email boxfor the following:
a. The email s BécureAccess Washirigtons \Wejconie to
SecureAccess Washingtdn
b.1f you dondét see it check your email
c. Click the link in the email.

SecureAccess Washington : Welcome to SecureAccess Washington
secureaccess@cts.wa.gov
To @ Weatherly, Shannon T (DOH)
You are almost finished, Shannon...

Thank you for signing up with Secure Access Washington.

Your username is: testvndweatherly

To activate your account, please click: https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Ftes
26userld%3Dtestvndweatherly&data=05%7C01%7Cshannon.weatherly%40doh.wa.gov¥%7Cbdd1866751154866b)
7C638096648146255489%7CUnknown%7CTWFpbGZsh3d8eylWijoiMCAWLjAwMDAILCIQIjoiV2luMzliLCIBTil61k1I|
7C&sdata=]lztAsFhI109lgfxUrvZi2Y[iX6TIn1QyZybwM[%8eyQ%3 D&reserved=0
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7. The Secure Access log in screen should appear (see below).
a. Log in using the username and passwamgbortant! Dondét al | ow
remember your password

LOGIN

USERNAME

PASSWORD

SUBMIT

Tweets from @SecureAccessWA

Forgot your usemame? | Forgot your password?

8. The message

m GET HELP TIPS ON

bel owAddvA NeWw Seavgp e ar . Sel ect

ADD A NEW SERVICE

Welcome to Secure Access Washington! To start using services from agencies around Washington, choose one from your list
below or click the 'Add A New Service’ button. To see apen job postings for the SAW Team, go to our jobs page.

Welcome to Secure Access Washington! To start using services from agencies around Washington, click the
‘Add A New Service' button above.

9. The screen below will appear.

a. Se |l éhave bden given a code.

t hat appear s.

b. EntWICVPD in the box
c. SelectSubmit.
ADD A NEW SERVICE

la]

| have been given a K
code by an agency.

Q=

| would like to browse a
list of services by name.

A-Z

| would like to browse a
list of services by
agency.

ENTER YOUR CODE

Hidden service codes are supplied by the
service's agency. SAW support staff cannot
give out codes. Please contact the service's
agency help desk for your code.

—_—
bl wicvA

SUBMIT

REGISTRATION COMPLETE

This service has been added to your list and is ready for you to start
accessing

11.Close your internet browser completely
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12.0pen a new internet browser and uges://cascadesswic.com/VendorPortato log in.

13.TheVendor Portal page will appear.

[¥ WicLege  Cascades WIC Program Vendor

a. UnderExisting Vendor. selectLog On.

E

Management System

Welcome to the Cascades WIC Program Vendor Management System

WIC at a Glance

What is WIC?

"WIC" stands for the Spedal Supplemental Nutrition Program for Women, Infants and
Children. The United States Department of Agriculture (USDA) funds this program
throughout the United States to provide nutrition education and supplemental foods for:

« Pregnant women (through pregnancy and up to 6 weeks after birth or after

s Breastfeeding women (up to infant’s 1st birthday)
« Nonbreastfeeding postpartum women {up to 6 months after the birth of an infant

« Infants (up to 1st birthday). WIC serves 53 percent of all infants born in the

New Vendors: a

Apply for a user account to become a WIC Vendor
| Signtp |

Existing Vendors:

pregnancy ends).

or after pregnancy ends)

United States.

14.The followingscreen will appear.

b.

Cascades Vendor Portal Registration
Please complete the registration process by entering the information below exactly as it was provided in the Cascades Vendor Portal Registration
email.

Account Information

User name
First name

Last name

-

Enter in the same informationyou used to setup your account:

I Username
M First name
Y Lastname.

Selectsubmit.

15.You will then see th&endor Application screen and you are in the system.
a. If you haveone store go to thenext pagefage § to start the Authorization

process.

b. If you havemultiple stores, go topage 14in the instructions.
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Existing Vendor Reauthorizationi Single Store

Before starting, please keep théollowing in mind:

T

T

These steps are foemdors currently working with WIC whwill reauthoriz for a new
contract period

Important! | f you need to | eave the application
complete thérequired fields*f i r st aSaw .s eTlheec ti Slaveo button
come and go as needed, but once you select
edited.

Go to theCascades Vendor PortaURL https://cascadesxwic.com/VVendorPortal

UnderExisting Vendors, selectheLog On button | ®*a¥ee= /
Lo

You will beredirected tadhe Secure Access Washingto(SAW) Welcome page

Log into SAW.
a. If you forgot your use name and passwdodipw the instructions opage 5 to
reset those optionimportant! Dondét al l ow the site to re
password.

Once logged inhteVendor Portal home screerfor your storeshouldopen

Vendor Management
HAPPY MARKET Application Status Pending
ﬁ/ 110 MAIN ST Vendor ID N/A
P a PORT ORCHARD, WA 98367 Contract Period N/A

Peer Group 40,001-75,000 sq ft Urban
(Tentative)
Disclaimer - All of the information is tentative until confirmed by a WIC Staff Person.

Vendor Actions

*Or ou go to th Pag ck Pri 1. d dé Y
@ or
ndor A d aj ick Uploax plice i L
* Applica ta P y sec 15
) . b2 g ',“' )
= =z e
Vendor Print Vendor Manage
Application Application Training Account Users
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https://cascades.xr-wic.com/VendorPortal

6. Choose Vendor Application

Vendor Management

HAPPY MARKET
110 MAIN ST
PORT ORCHARD, WA 98367

Application Status Pending

Vendor ID N/A

Contract Period N/A

Peer Group 40,001-75,000 sq ft Urban
(Tentative)

Disclaimer - All of the information is tentative until confirmed by a WIC Staff Person.

Vendor Actions

* Once you have completed your application, go to the Home Page of the Vendor Portal and dlick Print Application. Print the application. Sign and date the application. Create an electronic
copy of the signed and dated application by scanning the application and saving it on your computer. On the Home Page of the Vendor Portal, click the Upload Attestation button for the
Vendor Application and browse for the signed application. Click Upload Application. The electronic document name will display when uploaded stuccessfully.

* Applications will not be processed without a Price Survey. Proceed to the Price Survey section in order to complete the application submittal process.

Vendor
Application

Print
Application

Price Survey

o
Vendor
Training

Manage
Account Users

7. TheVendor Application screerwill display.

+ Vendor Information *

Store
HAPP
SNAP

Store

Retai

MName -
Y MARKET
D

8976543

Type

| ~

State Tax ID

Ownership Type

Corporation g

Corporate Parent: SALLY SUNSHINE

Federal Tax ID

8. Update and modifyall information on the application screen.

a. Contact Information

9 Please n c |

Contacts *

ude the store manager o0s emai

Primary

Title Name

FOOD LOLA
PRICER  PRICE

Email

LOLA.PRICE@HAPPYMARKET.COM

|

STORE  DARIN
MANAGER SMART

DARIN.SMART@HAPPYMARKET.COM
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b. Hours of Operation

oo
|:\:| 24 Hour Closed
Monday v to kS :
Tuesday v to S :
Wednesday v to v ]
Thursday v to v UJ
Friday v to v UJ
Saturday v to S :
Sunday v ko i :

c. Annualized Sales:
1 SelectActual
1 UpdateTotal SNAP SalesTotal Food Salesand theSales Year

~ Annualized Sales *

® pctyzl  Total SMAP Sales - Total Food Sales - Year
() projected  $45,000.00 $210,000.00 2022

d. Store Information:
1 Review and update:

o0 Number of Registers

0 e O
~ Store Information *

0 P rl mary Form UIa Sou rce Number of Registers Square Footage

o Primary Grocery Source.| ° o
Primary Formula Source ‘Other Source of Formula

f Make sure théollowing boxes e — M _
Primary Grocery Source Other Source of Groceries
are checked: SUPERVALU/UNFI v

o IS VendOI’ EWIC [ B 15 vendor E-WIC Capable? ]

oes vendor have scanners?
Capable? -
p [ Is Vendor authorized by other states?
o Doesvendor have

scanners?

ol f applicable, also check Als Vendor
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e. Cost Containment Update allFesponses to the questions listed.

+ Cost Containment #

Is it expected that more than 50 percent of your annual revenue from the sale of food items will be derived from WIC sales? (O yas @ g

Do you currently own a WIC authorized store where the WIC sales are above 509% of the total annual food sales? Jves ® No

—

'z
L,

* What percentage (%) of total food sales is expected to be: WIC 1 % SNAP 5 % Cash 40 %  Credit/Debit 54 %

Is WIC authorization required in order for your store to open for business? ves @ g
Do you have inventory invoices available for food items purchased and currently stocked in your store? ® vaz O o
How many months of invoices are available {valid entry is 0-72 months): 1

Do you currently have in stock the required minimum inventory? ® yves O o

* The sum of WIC, SNAE Cash, and Credit/Debit entries must equal 100%

f. Expand and complete tt8tate Defined Questionsection of the screen.

~ State Defined Questions *

1. Do the scanners identify WIC foods?
® ves
O No

2. Name of the business as registered with the WA State Department of Licensing
Happy Market

Important! Once you select submit,yaua n 6t changel hbétesdwddt ael sct
in case you need to go back in a few times. Once done then select submit so the state
of fice knows ités ready for review.

9. Oncethe application page is completd, selectSubmit

10. You will return to home screen

a. Choose Price Survey

Vendor Management

HAPPY MARKET Application Status Pending
ﬁ; 110 MAIN ST Vendor ID NA
i PORT ORCHARD, WA 98367 Contract Period N/A
Peer Group 40,001-75,000 sq ft Urban
(Tentative)

Disclaimer - All of the information is tentative until confirmed by a WIC Staff Person.

Vendor Actions

* Once you have completed your application, go to the Home Page of the Vendor Portal and dlick Print Application. Print the application. Sign and date the application. Create an electronic
copy of the signed and dated application by scanning the application and saving it on your computer. On the Home Page of the Vendor Portal, click the Upload Attestation button for the
Vendor Application and browse for the signed application. Click Upload Application. The electronic document name will display when uploaded successtully.

* Applications will not be processed without a Price Survey. Proceed to the Price Survey section in order to complete the application submittal process.

o e

—
Vendor Print Price Survey Vendor Manage
Application Application Training Account Users
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Price Survey - Current

Effective Date Display Date Submitted By
11.Se | ectNew. 1/23/2023 1/23/2023 shannon WEATHERLY

Price Survey List

S L i

&, curent =Pl ] 1231203

Download Template m

12. Add eachfood categoryandsubcategoryuntil all of themareadded from the list. Some
categoriege.g.,Legumesill have more than orsubcategoryYou must ad themall.

Effective Date Survey Date Created By Price Survey Status
01/23/2023 | loue3f2023 7 Not Submitted Upload File
Show Food Category Show Food Subcategory m Sort List By
Infant Formula (IF) - Similac Advance Powder 12.4 oz v v

—m-
000052003004  Milk - Fat Reduced Low Fat Milk (1% fat) Price Survey-Low Fat Milk (132) gallon §0.00 @re Gallon
000002000008  Cheese or Tofu Cheese - all WIC Price Survey-Cheese 1 |b §0.00 @re 1 Pound
000003000007  Eggs Eggs - all wIC Price Survey-Eggs dozen §0.00 @re 1 Dozen
000006001001 Legumes Peanut Butter Price Survey-Peanut Butter §0.00 @re 1 CTNR
000006002008  Legumes Dry beans, peas, or lentils Price Survey-Dry Beans, Peas, Lentils §0.00 @re 1 CTNR
000053002006  Juice - 46/48 oz Juice, ready-to-drink, 46/48 oz Price Survey-Juice, ready to drink, 46/ §0.00 @e 1 CTNR
000005000005  Breakfast Cersal Cereal All WIC -hot [cold Price Survey-Cereal 120z §0.00 @e 12 OQunce
000054002005  Juice - 64 0z Juice, ready-to-drink 64 oz Price Survey-Juice, ready to drink, 64 §0.00 @e 1 CTNR
070074559582  Infant Formula (IF) Similac Advance Powder 12.4 oz Similac Advance Powder 12.4 OF §0.00 @e 1 Can

13.Completethe Prices

a. All prices documented should reflect im®st expensiveNIC approved item
you stockin thatsize/variety.

b. When toselectSave

1 Ifyouc a rcamiplete therice surveyscreen all at oneme andneed to
go backlaterto makeany finalchangesselectSave

oo e eS8
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1 After saving, vihenyou returnto the Rice Surveyouwill see thesurvey
you worked orlistedwi t h t h e asanroptiorfieE below) o

o Se | eHditotofimakeanychange

Price Survey - Not Submitted
Effective Date Display Date Submitted By d m
2/27/2023 2/27/2023 SAM SMITH

c. Select Submit only when you are done with the price survey scréaportant!
Ifthepri ce survey i s Zbenexistedso, see Page

Effective Date Survey Date Created By Price Survey Status
05/03/2023 7 05/03/2023 7 SALLY SUNSHINE Not Submitted Upload File
Show Food Category Show Food Subcategory Add Sort List By
Legumes ~ Peanut Butter ~ Category v

——-
000005000005  Breakfast Cereal Cereal All WIC -hot /cold Price Survey-Cereal 120z §465 » Qunce
000002000008  Cheese or Tofu Cheese - all WIC Price Survey-Cheese 1 Ib $649 w 1 Pound
000003000007  Eggs Eqgags - all wiC Price Survey-Eggs dozen $149 & 1 Dozen
000009000001  Infant Cereal Baby Cereal - all WIC Price Survey-Baby Cereal 8oz $339 = 8 QOunce
070074559582  Infant Formula (IF) Similac Advance Powder 12.4 oz Similac Advance Powder 12.4 OZ $20.69 & 1 can
000053002006  Juice - 46/48 oz Juice, ready-to-drink, 46/48 oz Price Survey-Juice, ready to drink, 46/ $2.99 = 1 CTNR
000054002005  Juice - 64 07 Juice, ready-to-drink 64 oz Price Survey-Juice, ready to drink, 64 $479 & 1 CTNR
000006001001 Legumes Peanut Butter Price Survey-Peanut Butter §425 W 1 CTNR
000006002008  Legumes Dry beans, peas, or lentils Price Survey-Dry Beans, Peas, Lentils §2.46 1 CTNR
000052003004  Milk - Fat Reduced Low Fat Milk (19 fat) Price Survey-Low Fat Milk (1%) gallor $3.59 » 1 Gallon
b '[:)Een:l:::sls:;:::d??e::idss During Submission i

14. Application Status:

1 Both the application and price survey must be submittedefore the state team
can process your application.

1 Application status Pending

Vendor Management

- HAPPY MARKET | Application Status  Pending )
ﬁ,‘ L 110 MAIN ST Vendor 1D WA
/' PORT ORCHARD, WA 98367 Contract Period N/A
- Peer Group 40,001-75,000 =q ft Urban

~

T Once appr ov e dAuthorizedd .l | show as 0

Vendor Management

~ HAPPY MARKET lAppIication Status Authorized ]
ﬁ/ L] 110 MAIN ST endor 8954
1"; PORT ORCHARD, WA 98367 Contract Period 05/03/2023 To 09/30/2023
Peer Group 40,001-75,000 sq ft Urban
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Existing Vendor Reauthorizationi Multiple storesunder one corporation

Please Note:

1 You will need to epeatall stepsfor each store undercorporatename.

T Important! | f you need to | eave the application
complete the required fields first and sefécd abv.e The fASaveo button w
and go as needed, but once you select ASub

1. Go to e Cascadegendor Portal URL https://cascades swic.com/VendorPortal

Existing Vendors: /

2. UnderExisting Vendors, selectheLog On button. -

3. You will be redirected to th8ecure Access Washington (SAVWVelcome page.

4. Log into SAW.

1 If you forgot your use name and passwdodlpw the instructions on pagé 2o
reset those optionknportant! Dondét al |l ow the site to rem
password.

5. Once logged inthe Vendor Portal home screen for ystareswill open.

1 Youwill see all your stores listed.
1 For each store listed you mugidatethe store detailand submit ampplication
1 Choose a store by clicking on the magnifying glasstto it.
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